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PROGRAM COORDINATOR SERIES 


DRAFT 

JOB TITLE & SUMMARY OF SERIES 

• DISTINGUISHING CHARACTERISTICS 

• KEY ACCOUNTABILITIES 

• RELATIONSHIPS WITH OTHERS 

• WORKING ENVIRONMENT 

• PHYSICAL ABILITIES 

• COMPETENCIES 

• KNOWLEDGE, EDUCATION AND EXPERIENCE 


The Commonwealth of Massachusetts is an equal opportunity/affirmative action employer. Women, minorities, veterans, 
and people with disabilities are strongly encouraged to apply. The Commonwealth of Massachusetts is committed to 
providing reasonable accommodation to qualified people with disabilities. 
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PROGRAM COORDINATOR LEVELS l-lll: 


There are three levels of work in the Program Coordinator series. Incumbents of 
classifications in this series develop, implement, coordinate, and monitor assigned 
program activities; review and analyze data; provide technical assistance, guidance, and 
advice to agency staff and others; and act as liaison between various internal and 
external contacts. 

The basic purpose of this work is to facilitate the achievement of program goals and 
objectives. 


PROGRAM COORDINATOR I: 


This is the first-level professional classification in this series, and in some work 
environments may be the first level of supervision. Incumbents perform day-to-day 
administrative duties and monitor the activities and progress of current programs 
according to established performance measures and objectives. Incumbents at this level 
have a solid understanding of program processes, work within a framework of 
established and regulated policies and procedures* and have the ability to develop 
relationships across the program team to facilitate coordination of activities. 


Supervision Received: 


Incumbents receive general supervision from employees of a higher grade who provide 
training and guidance, work assignments, and review of performance through formal and 
informal verbal and written reports for effectiveness and conformance to laws, 
regulations, and agency policy. 


Supervision Exercised: 


Incumbents may exercise direct supervision over, assign work to, provide guidance, and 
review the performance of professional, technical, administrative, or other staff. 


Incumbents may provide functional guidance to agency staff of a lower grade or with less 
experience through guidance, assistance, and mentoring. 

Functions Performed: 


Incumbents perform the following: 

• Monitor assigned program activities, including records and reports submitted by 
program team or agency staff to ensure effective operations and compliance with 
applicable laws, regulations, policies, and standards. 

• Collect, compile and analyze program data/information; and create and produce 
comprehensive qualitative measurement/status reports on various program aspects 
to inform stakeholders of program activities and progress and to evaluate overall 
program effectiveness and operational processes. 

• Serve as a liaison between various stakeholders and internal agency personnel; 
exchange information; resolve problems; and/or identify the appropriate 
communication channel or person to resolve issues and support efficient operations. 

The Commonwealth of Massachusetts is an equal opportunity/affirmative action employer. Women, minorities, veterans, 
and people with disabilities are strongly encouraged to apply. The Commonwealth of Massachusetts is committed to 
providing reasonable accommodation to qualified people with disabilities. 
































































































































































































































































4. Ability to determine the applicability of data, exercise sound judgment, and draw 
logical conclusions. 

5. Ability to communicate effectively both verbally and in writing. 

6. Ability to interact effectively with diverse groups of people. 

7. Ability to work independently. 

8. Ability to write statistical and narrative reports. 

9. Ability to exercise discretion in handling confidential information. 

10. Ability to lead and organize the efforts of others in accomplishing work objectives and 
performance standards. 


The Commonwealth of Massachusetts is an equal opportunity/affirmative action employer. Women, minorities, veterans, 
and people with disabilities are strongly encouraged to apply. The Commonwealth of Massachusetts is committed to 
providing reasonable accommodation to qualified people with disabilities. 
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PROGRAM COORDINATOR II: 


Distinguishing Characteristics: 


This is the second-level professional classification in this series, and in some work 
environments may be the first or second level of supervision. The level of supervision 
various by size and complexity of a program and/or the number of programs assigned to 
an incumbent. Typically, incumbents at this level lead the coordination or have formal 
supervisory responsibility for a medium sized program in terms of complexity (e.g., 
number of regulations, impact to agency operation, visibility, number of external 
stakeholders and partners), or have responsibility for two or more smaller programs. At 
this level incumbents perform less of the administrative aspects described for Level I and 
focus more on implementing programmatic changes to increase the effectiveness of 
programs. 


Supervision Received: 


Incumbents receive general supervision from employees of a higher grade who provide 
training and guidance, work assignments, and review of performance through formal and 
informal verbal and written reports for effectiveness and conformance to laws, 
regulations, and agency policy. 


Supervision Exercised: 


Incumbents exercise direct, and in some environments, indirect supervision over, assign 
work to, provide guidance, and review the performance of professional, technical, 
administrative, or other staff. Incumbents participate in the training and mentoring of new 
employees. 


Incumbents may serve as a program lead and provide functional direction to program 
team members through guidance, assignment of responsibilities, and review of work. 


Additional Functions Performed: 


Incumbents perform the following: 


* Oversee and/or coordinate program activities to ensure efficiency, effectiveness, and 
compliance with established standards; assign staff functions and responsibilities 
based on workload, strengths, and area of expertise to ensure appropriateness of 
assignments. 

Monitor, review, analyze, and evaluate various data, including financial information, 
concerning program activities to determine progress and effectiveness; 
recommendation changes in procedures, guidelines, etc. and formulate methods of 
accomplishing program objectives within budget. 

Provide on-the-job training, orientation, and opportunities for the development and 
advancement of program staff. 


• Provide educational materials or promote understanding of program objectives to 
agency staff, stakeholders and key partners. 

• Review and analyze changes to legislation and regulations that have direct impact on 
program operations; provide recommendations and guidance to management on 
steps to take to ensure compliance with changes. 

The Commonwealth of Massachusetts is an equal opportunity/affirmative action employer. Women, minorities, veterans, 
and people with disabilities are strongly encouraged to apply. The Commonwealth of Massachusetts is committed to 
providing reasonable accommodation to qualified people with disabilities. 






















































































































































































































































































PROGRAM COORDINATOR III: 


Distinguishing Characteristics: 


This is the third-level professional classification in this series, and in some work 
environments may be the second or third level of supervision. The level of supervision 
various by size and complexity of a program and/or the number of programs assigned to 
an incumbent. Typically, incumbents at this level lead the coordination or have formal 
supervisory responsibility for a large sized program in terms of complexity (e.g., number 
of regulations, impact to agency operation, visibility, number of external stakeholders and 
partners), have responsibility for two or more medium sized programs, or have 
responsibility for program development. At this level incumbents perform all of the 
professional and supervisory functions described for Levels HI and delegate supervision 
to others. 

Supervision Received: 

Incumbents receive general supervision from employees of a higher grade who provide 
training and guidance, work assignments, and review of performance through formal and 
informal verbal and written reports for effectiveness and conformance to laws, 
regulations, and agency policy. 

Supervision Exercised: 


Incumbents exercise direct, and in some environments, indirect supervision over, assign 
work to, provide guidance, and review the performance of professional, technical, 
administrative, or other staff. Incumbents participate in the training and mentoring of new 
employees. 


Incumbents may serve as a program lead and provide functional direction to program 


team members 


through guidance, assignment of responsibilities, and review of work. 


Additional Functions Performed: 


Incumbents perform the following: 

• Develop the purpose and scope of proposed programs, in consultation with 
management and; other agency staff, develop and monitor performance 
measurements and; standards; participate in the long range planning of all 
programmatic aspects; and provide information concerning program implementation 
and evaluation. 

• Participate in the development of program budget and grant applications; manage 
and monitor budgets, identify priorities and allocate funds. Identify ways to maximize 
limited resources in order to achieve program goals and objectives. 

« Disseminate information received from management and others to program staff to 
motivate and appropriately align efforts. 

Additional Key Accountabilities: 

Incumbents at this level have the decision-making authority to: 

• Develop program purpose and scope. 

• Develop program budget. 

The Commonwealth of Massachusetts is an equal opportunity/affirmative action employer. Women, minorities, veterans, 
and people with disabilities are strongly encouraged to apply. The Commonwealth of Massachusetts is committed to 
providing reasonable accommodation to qualified people with disabilities. 


















































































Maximize resources. 


• Recommend changes to vendors and/or contractors. 

Relationships with Others: 

Key contacts and relationships for incumbents include local, state, and federal agency 
staff; stakeholders, program partners, external vendors and contractors; and the general 
public. 

Working Environment: 


While performing the duties of this classification, incumbents work indoors within an office 
setting. The noise level is usually quiet. 


Physical Abilities: 

While performing the duties of this classification, incumbents are regularly required to sit 
for long periods of time, type, handle materials, and talk and/or hear. Incumbents are 
occasionally required to stand and walk as well as lift, carry, push, or pull up to 25 
pounds of office supplies or equipment. Work assignments may be performed with or 
without reasonable accommodation to a known disability. 


Additional Required Competencies 


Develops Talent-The ability to foster the long-term learning or development of 
others. 


• Strategic Thinking - The ability to link long-range visions and concepts to daily work. 

Knowledge, Education and Experience: 


Applicants must have at least (A) six years of full-time, or equivalent part-time 
professional, administrative, or managerial experience in business administration, 
business management, or public administration in which the major duties involved 
program management, program administration, program coordination, program planning, 
and/or program analysis, with at least (B) two years of experience in a supervisory or 
team leadership capacity, or (C) any equivalent combination of the required experience 
and the substitutions below. 


Incumbents may be required to have a current and valid Massachusetts Motor Vehicle 
Driver’s License at a Class level specific to assignment. 

Substitutions: 

I. A Bachelor’s degree in business administration, business management, or public 
administration may be substituted for two years of the required experience. 

II. A Masters degree in business administration, business management, or public 
administration may be substituted for three years of the required experience. 


The Commonwealth of Massachusetts is an equal opportunity/affirmative action employer. Women, minorities, veterans, 
and people with disabilities are strongly encouraged to apply. The Commonwealth of Massachusetts is committed to 
providing reasonable accommodation to qualified people with disabilities. 

















































































































































































































































